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CITY OF RIVERSIDE
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HUMAN RESOURCES DEPARTMENT Revised

CLASSIFICATION SPECIFICATION

TITLE: POLICE RECORDS/INFORMATION MANAGER

DEFINITION 

Under general direction, to plan, organize, and supervise the activities and operations of police records/information,

property  ma nagem ent, c rime analysis, fleet m aintenan ce, and  building m aintenan ce within the  Police D epartm ent; to

coordin ate ass igned  activit ies w ith oth er div isions , outs ide ag enc ies, and the gen eral p ublic;  to pro vide h ighly

respon sible and  com plex staff  assistan ce; and  to perform  related wo rk as re quired. 

REPORTS TO: Polic e Ca ptain

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from a Police Captain .  Exercises general supervision over professional, technical, and

clerical staff.

  

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

• Coo rdinate the organization, staffing, and operational activities of police records/information, property

man agem ent, crim e analysis, flee t mainte nance , and building  mainte nance .  

• Direct,  coordina te, and rev iew the wo rk plan fo r assign ed func tions; m eet with staff to identify and resolve

problems; assign work activities and projects; monitor work flow; review and evaluate work products, methods,

and pro cedure s.   

• Ensure courteous and expeditious customer service to the general public and internal staff; identify opportunities

for improving service methods and procedures; review with appropriate management staff; implement

impro vem ents.  

• Participate  in the deve lopm ent and administration of the departmen tal budget for assigned functions; identify

additional needs for staffing, equipment, materials, and supp lies; direct the monitoring of and approve

expend itures ; prep are n ecessa ry purc has ing sp ecific ations; rec om me nd ad justm ents  as ne cessary.

• Coord inate activities of assigned functions with those of other divisions and outside agencies and organizations;

provide staff ass istance to  higher leve l Police m anage men t; prepare  and pre sent sta ff reports  and other necessary

correspondence.

• Serve as official custodian of criminal justice records and property for the department; supervise the maintenance

of records and files; develop and implement a records/information management system.

• Serve a s the Ag ency Te rmina l Coordin ator for the  California L aw Enf orcem ent teleco mm unication s system . 

• Interpret and apply state laws regulating the control, release, and disposal of criminal records, evidence, and

prop erty; es tablis h guid elines  for the sec urity, re lease, and des truct ion of  reco rds a nd pr ope rty.

• Select, train , motiva te, and ev aluate as signed p ersonn el; provide o r coordin ate staff tra ining. 

• Represent the Department at a variety of community and professional meetings, proceedings, and hearings;

attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of

police rec ords/info rma tion ma nagem ent.
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• Supervise the C rime Analysis Bureau and provide direction in conducting surveys and performing research and

statistical an alyses of c rime a nd interna l operating p roblem s and d ata. 

• Respond to complaints and requests for information relating to police records; explain and interpret departmental

and city-wide  policy and p rocedu res.   

QUALIFICATIONS 

Know ledge of:  

• Modern and complex principles and practices of police records management and property administration.

• Pertinent Federal, S tate, a nd loc al laws , codes, re gulat ions , and  proc edures a pplica ble to the control, release, and

disposa l of rec ords , evide nce , and  prop erty.

• Principles  and pra ctices of  com puter syste ms a nd proc edures  analysis an d design . 

• Com puter ap plications a s they app ly to police activities. 

• Principles  of organ ization, adm inistration, an d perso nnel m anage men t. 

• Princ iples o f mu nicipa l budg et pre para tion and co ntrol.

• Principles of supervision, training, and performance evaluation.

• Manual and computer-based records storage and handling techniques.

Ability to:  

• Develop work systems  and procedures to ens ure optimal efficiency and appropriate customer service orientation.

• Com mun icate clear ly and conc isely, orally and in wr iting. 

• Supervise, train and evaluate subordinates; plan and schedule wo rk assignm ents for, and set priorities of,

assigne d staff. 

• Establish and maintain effective working relationships with those contacted in the course of work including a

variety of City officials and the general public.

• Main tain an updated knowledge of laws, regulations, and policies governing law enforcement records and custody

of prope rty.

• Understand and carry out complex assignments from oral and written directions; interpret rules, regulations, and

laws.

• Gathe r, analyze, interp ret, and re port rese arch find ings. 

Education and Experience: 

Any combination of experience and education that would likely provide the required knowledge and abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  
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Education: Equivalent to a Bachelor's degree from an accredited college or university with m ajor w ork in

business or pu blic ad min istrat ion, adm inistra tion o f just ice, m anagem ent in formation systems,

records manage ment, information or com puter science, or a closely related field.  Two years of

additional q ualifying exp erience  may be  substitute d for two yea rs of edu cation.  

Experience: Five years of experience in the management of manual and computer-based record systems,

including o ne year as  a supe rvisor or m anage r, in a law enf orcem ent agen cy.  

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

The P olice Dep artme nt will require a p olygraph e xam ination for this  position. 

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Police Records/Information Manager

TO: Administrative Services Manager


